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Do  not  assume  content  reflects  current 
scientific  knowledge,  policies,  or  practices. 


UNITED  STATES  DEPASIiffllTT  OF  A&PJCULTUEE 
Agricailtural  iviarketing  AcLmini  strati  on 
Washington,  ■  D.  C 


Decem"ber 


SPECIAL  COw^/iODITIES.  B3ANCH  l/EEMOEAH-IUM  NO,  7 


To: 


All  Divisions  and  Sections,  Special  Commodities  Branch. 


From: 


E.  C  Albin,  Chief,  Special  Commodities  Branch 


Subject:    Ahstracts  of  Offers  and  Purchase  Recommendation 

The  following  instructions  supersede  previous  instructions  regarding  the 
subject,  dated  November  13,  and  shall  he  effective  immediately: 

1.    Preliminary  abstracts  shall  he  prepared  by  the  commodity  division 

concerned,  in  rough  draft  form,  for  submission  to  the  Office  of  the 
•  ■  •  Chief  of  the  Branch,  and  shall  be  accompanied  by  a  purchase 
> '  : recommendation  outlining  the-  following: 

A-.    Specific  requirement  (Qaantity  and  Use)  ' 
•  '  B-i'  Previous  purchases  against  this  requirement 


C.    Previous  purchases  of  this  commodity 
.':;D.  ' '^Offers  received  ;  '  . ". 

.  "  E.    P:e commendation  ,  . 

F.    Additional  purchases  needed,  if  any 
/&.    ii/iarket  situation  and  cominep:'cial  and  ceiling  prices 
where  possible* 


2»    F.ough  abstracts  and  recommendations  will  be  returned  to  the  com- 
modity division  with  the  approved  purchases  indicated  thereon. 
Contract  numbers  and  a  serial  number  for  each  abstract  shall  be 
obtained  from  the  Contract  Section.    The  commodity  division  will 
then  prepare  an  .abstract . of  accepted  offers  only,  on  master  ditto 
paper  and  have  copies  prepared.    The  commodity  division  will  retain 
sufficient  copies  of  the  ditto  abstracts  for  their  needs  and  it 
will  be  their  responsibility  to  see  that  two  copies  of  each  abstract 
are  furnished  to  the  related  inspection  service  officers. 

3.    The  rough  copy  of  the  abstract,  initialed  by  the  Chief  of  the 

Division  and  the  Chief  of  the  Branch  will  be  sent  to  the  Announce- 
ment and  Contract  Section,  and  must  be  accompanied  by  the  follow- 
ing: 


Eight  copies  of  the  'telegraphic  Acceptance  (one  yellow,  one 
green,  five  white  and  ;«ne  telegraph  blank,  one  T;i±Lite  copy  to 
•be  initialed) ,  .. 


Ori ginal  and' '  f Our ' . opi^.s  of  "JtM"  offer" 
One  copy  of  tlae  purchase  recojiiiiienda.tiG!n. 
•    "V  copies  of  the  abstract. 

As  set  forth  in  Administrator's  i.iemorandum  No.  2,  Supplement  S, 
"It  is'  absolutely  imperative  that  abstracts  "be  prepared  with  com- 
plete acc-oracy,  the  latter,  pgrt^  of  each  day  on  all  purchases 
made  during  that  day  and  distributed ' iinmedi'^tely  on  the  same  day, 
or  9' o'dlock  the  ,f ollo-.ving  morning."    Commodity  divisions  are 
therefore  directed  1^0'  transmit,,  tiie^bove  to  the  Announcements  and 
Contract:  Sectioi;  p,n  or  "before  tiae'  blGse>  of "business  of  the  day 
on  which  purchase 'is  made.    •  ,  _    ,  . 

Ditto  copies  of  abstraict  - shall,  he  distributed  by' the  ^Contract  .  . 
Section  as  follows:  "  ?  . 

ien  ; copies  to  Transportation  and  Tarehousing  Branch,  ilr. 

Guthrie •  ■     '  '         .',  '■■ 
TwQvCopies  to  '.marketing  Reports  Dlvis,i on,  4i^V' Sands 
Four -copies  to  ■  Jiscal  Srqnch,  l.ir.  ^7.  3.  Eobe'rtson.- 
Three-- copies  to  ut»  Clevengeri''' AiviAf  San,.Fr^cisco,  Calif. 
(T'Aese  copies,  will  'ohly;be  sent  whgn  ihe'''-'f  .o«b.  point 
or  "the  location  of' '.the  metchandi-se  I's '-ttithin  or  west 
■,  ;Of^,the  states  of  ..'ohtaitaj  ^  Tyoming,  .Colorado  or  New 
.■    Mexico  or  when;  the,  program  of  use  showri"bn  the  abstract 
•  ,    is'  07.Sv?*|-    •    ■  ' 
One  copy  td'  GHief;,  Special  Commodities  Branch,  l-.Ir.  Albin. 
One  copy  to  Office  of  the  Admin.'  ■  Oontractors  Service  Unit, 
Mr"  Jpslin-  v/'.   ''''  .  • 

•  •■'  On&i.  copy  tb  i'i'OgraK,  Service's  'iJivisipn.^  fiscal  Branch,  lar. 
Bikby;-       ^.     .  .  '  ■^■-'  '  -  : 

One  copy  to  Special  Oommioditie^" Brand).,  Analysis  &  Reports 
-V,     Section,  'dr.  G-.  L.  Fischer. 

•  One.  copy,  to  Special  Commodities  Branch,  Authorities  and 

•  ,      :  Procedure's  Section,  lit.  •Gall^.  ;;  y.- •  , 
Nina  copies  retained  in  iiiihouricements-.-and' Contracts  Section. 

•  Two  copies  to  Of f ice  of  the  Admin.  ,  Mr.  fetzoldt  (Lend-Lease 
■,      Sectibn)^v~,       ,-  •■•■"'■         '  .  '  ' 

As  ai  guide,  in' "the  "preparation  of  abstracts  and  to  promote  uniform- 
Tty,  there  ar"^' aft'ta;chexL.  hereto  s&iiple."  copies ;  of  the  abstract  and 
abstract  amendment  forms,  which  are- to  .be  .used  in  this  Branch. 

•Th«.--'comiviodity  codfe  column  will  be  left  blank  for  the  present. 
Ifistructiph,s  Regarding  the  use  of the  code  ^and  its  application 
on  the  abstracit  are  forthcoming  an'd- will  supersede  all  other 
instructions  on  the  subject.  ' 

■The  program  of  purchase,  as  shown  on  the  abstract,  shall  agree  with 
the  program  speO^Lfied  in  the  purchase  authorization. 


-  3  - 


9. 


10. 


11. 


The  origin&l  initialed  abstract  will  "be  released  "by  the  Contract 
Section  to  the  commodity  division  and  it  will  "be  the  responsihility 
of  that  division  to  maintain  a  complete  trnd  permi;jient  file  which 
will  clearly  indicate  all  offers  received,  accepted  cJtid  rejected. 

In  the  event  that  it  is  necessary  to  include  additional  information 
in  the  abstract,  a  supplemental  sheet  may  "be  used.    However,  it  is 
essentic2  that  the  order  of  the  headings  on  the  first  sheet  of  the 
abstract  he  the  same  as  that  shown  in  the  attached  sample.     If  it 
is  necesscjy  to  use  a  supplemental  sheet,  such  sheets  must  carry 
page  ntunhers  ..Jid  he  securely  stt^pled  to  the  first  page. 

In  colTimn  8,  "Packaging  and  Container",  shall  be  placed  the 
description  of  the  container.     It  is  highly  dasirable  that  a  common 
terminology  be  used  in  describing  a  container  so  that  the  same 
type  of  container  is  not  described  in  several  different  terms. 
To  effect  uniformity,  each  commodity  division  will  be  fimiished 
tables  indicating  accepted  terminology  of  each  type  of  package. 
It  shell  be  the  responsibility  of  the  commodity  divisions  to 
follow  these  tables  in  preparing  abstracts. 

■Vhenever  practicable,  the  accepted  ouantity  and  unit  price 
(columns  9        10)  shall  be  shown  in  pounds.    If  the  acceptance 
is  made  in  units  other  theaa  pounds,  the  heading  of  column  9  shall 
show  the  commercial  unit  accepted-    The  total  number  of  such  units 
purchased  shall  appear  in  this  column  and  a  footnote  made  to 
indicate  the  net  weight  per  unit.    In  such  instances  Column  10 
shall  reflect  the  price  per  commercial  unit. 

On  all  abstracts,  where  the  program  of  use  is  shown  as  Red  Cross, 
the  Hed  Cross  Order  No,  shall  be  indicated  directly  below  the 
program  of  use. 
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